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h 25X1A9%a

1. Contributions (Intangible)

a. Evalueted Employee 58-1U45 on prepunched stationery, and recommended
referring it to General Services Administration.

b, Based on a discussion with [l revised the second articie 25X1A9a
for theSupport Bulletin series on records mansgement, to make
it more applicable to the field.

Co i’i'épared 8 revised orgenizationel chart end functional statements
on the RMS for use in orientations and briefings.

2. Projects - Active 25X1A9a

a. Graphics Register Film Index -~ Discussed with Col. E Deputy
Chief/GR, a determination by the Office of Security that it was
25X1A9a impractical to modify specialized card files for storage of classified
materials. Col, will look into securing the film index file roomn.

b. Employee Suggestion 58-155 -~ Completed fact finding on this suggestion
on developing a handbook for field clericsl and secretaried personnel.

c. Employee Suggestion 58-400 - Digcussed with Mr.mm:ysical 25X1A9a
Security Division, the possibility of revising Form » pecurlity
25X1A9a Check Sheet,to permit its use for four months rather then two. Mr.
concurred in the proposal together with one for dis-
continuing the forwarding of completed check sheets to the Office of

Security.
3. News

a. Three people from RMS attended the last O%M Luncheon Group Conference
on executbive development.

Mr. (30T) was briefed on the :current status of the Records
Mansgement Program. Arrangements were made for him to take the RI

‘tour. 25X1A9a
¢. Discussed with Mr._ secretary for the CIA Publications
Board, requirements for cleesring our types of promotional mabterisl

through the Board. He will review samples of our publicetions and
give us an opinion.
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